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Accessibilit

A system of hardware or
software that makes
documents usable for those
with disabilities such as
restricted mobility, deafness,

blindness.

Imagine a blind person aiming to understand a
document on the computer, the computer software
needs to be able to accurately read the text to them.

What about images, graphs, graphics, tables or
maps? That's where we come in, our goal is to
caption things that are not already readable text,
creating alternative text for the computer to read.

We also create a reading order for each document,
so that the computer reads everything in the correct
order.



What You Will Do

Open Acrobat and change Title, Show, and Language.

Work in Acrobat to edit the Reading Order of the PDF
document.

Work in Word to write up and organize the Alternative Text for
the PDF document.

Work in Acrobat to add the Alternative Text to each Figure in
the PDF document.

Check your work and make sure to keep the Progress Report
updated at all times!
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e Once you choose a PDF to work on the first thing you need
to do is add your name and the status (‘In Progress’) to the
Progress Report.

Progress Report e Thisis important because if multiple people are working,

we don't want them to accidentally work on the same PDF
and do the same work twice!

e Within the progress report we have a sheet for each
Organization, (CCED, REI, Domicology)

e All of the PDFs should be under ‘File Name' in the sheet
already, if a PDF or folder of PDFs are not on the
spreadsheet, add them!
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1.

Open Acrobat and change Title,

= ™

et

Tt [AsSmarts Among Innovstrsm Scence, Technalog, Eninesing, and Mthematics

Author. [

subjct |

Keywords:

Created:  4/22/2011 357:26 PM
Modified: 6/12/2018 9:40:15 AM
Application:  Adobe InDesign CS4 (6.06)
Advanced
PDFProducer. Adobe PDF Library 9.0
POF Version: 16 (Acrobat 7.

Location: ~51\public\ CEDPSH~1\H-share\ ACCESS~1\ARCHIV~1\PREVIO~1\COMMUN-1\HIGHP..\

File Size: 566,02 KB (579,600 Bytes)

Show, and Language.

Document Properties

—
[ Description [ Security [ Fonts | Initial View | Custom | Advnced|
Layor

Document Properties
PageSize: 850x1100in

Tagged POF. Yes [ Description [ Security | Fonts | Inital View [ Custom | Advanced

PDF Settings

BaseURL: [

Searchindex: |

Troppect [No -]
Prnt Dialog Presets
PageScaling: [Defaut_+)
DupleMode: [Simplex

Paper Source by Page Size:

Number of Copies: [Default |

Reading Options

Binding: [LeftEdge +]

Longuage: | EFER

Print Page Range

Before you do anything else, change the title and
properties of the PDF within Acrobat:

1) Go file — Properties — Description: change
Title: to title found on PDF's title page (author
names optional)

2) Go File — Properties — Initial View: change
Show: to ‘Document Title’

3) Go File — Properties — Advanced: Change
Language: to ‘English’



Navigating Acrobat

Once you open up the PDF in acrobat, we must

i% ‘ navigate to the accessibility software.
A\ y Jes.

\ - On the right side of the page you will see a toolbar,
ArtSmarts ) )" | eme | from here click ‘Accessibility’ (may have to look at

Among ‘ ’
Innovators more tools’)

In Sclence, Technology,
9, and
ics (STEM)

MICHIGAN STATE
S

Now next to the toolbar click the option for ‘Reading
Order, and the reading order panel will pop up.

From here choose ‘Show Order Panel, this will bring
up the page numbers and page structure on the left.

ArtSmarts
Among
Innovators

‘echnology,

Y © R NeN]

, and
Mathematics (STEM)
MICHIGAN STATE

Y

Now you're ready to start working!
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2.
Work in Acrobat to edit the Reading

Order of the PDF document. The Name of the Document is

We organize the text in the D recnge e e conet e ko Text / Parag raph
document with Reading Order ‘
by selecting and categorising
each piece of the document.
We tag ‘Headings’ which
continue through the whole ) e
document, do not restart on (@] [(Ne=a
each page.

The title of the document as

We” as any Other text that iS [¥] Show page content groups
not structuring anything, is Page content order This is a sub-heading of heading 2, so it is Heading 3
Remember, the same levels of headings continue throughout the whole
document, Text / Paragraph

( Text/Paragraph Figure

( Form Field Figure/Caption

The first heading is Heading 1

Any paragraph or text that is under headings is Text / Paragraph

I Heading 1 ] [ Heading

4
I Heading 2 ] [ Heading 5
6

]
]
]
l
]
l

[ J
l l
l J
[ l
l J
[ J

Background/Artifact

This is a sub-heading of heading 1, so it is Heading 2
Table Editor Any readable words that are not headings are always Text / Paragraph

@ Structure types

tagged as ‘Text / Paragraph.’ [2]Show table cels

Images1 graphs, graphics are [¥] Display like elements in a single block
(- ’ [¥] Show tables and figures

tagged as a ‘Figure ’

Tables can sometimes be read | —— This heading is not a sub-heading, SO we
as a ‘Table,’ other times_u | - - .
are back to Heading 1

page when working with oddly
shaped items press Ctrl and
select an area.




tSmarts Among Innovators |

and Economic Development |

rent thinking argues that cultural assets, such as thriving arts sectors, play an important role In generating
@sustalmng a globally engaged economy. A community’s creative and cultural assets have three primary
etfects. First. a thriving arts sector functions as a jobs generator with direct economic benefits. Cultural assets,
including art museums, orchestras, theatres, galleries, and ongoing arts education opportunities, serve as a
source of jobs for personnel In the arts. According to the 1997 U.S. Economic Census, there are approximately
67.000 people employed In the creative enterprises of Michigan (Fernandez, Garg, & LaMore, 2005). Second., a
thriving arts sector functions as a magnet for other iInnovative businesses. Cultural assets provide an enhanced
quality of life that attracts and retains highly skilled. highly paid knowledge workers and Innovators (Florida,
2002). Finally, an arts-enriched environment may also stimulate the creative capacity of current and future
generations of workers (Pink, 2005). This study alms to expiore how sustained training or Involvement In the
arts can lead to success In areas of sclence and Innovation

| plts trainin
l' 1F|qure No

innovative economy

ground Research

02, social scientist Richard Florida changed the economic development paradigm by Introducing the
@ept of the creative class and proposing the idea that the creative class plays a crucial role in the knowledge
leconomy. The creative class Is a socloeconomic class made up of scientists and engineers, university
professors, poets, and architects. It also Includes “people In design, education, arts. music and entertainment,
[whose economic function Is to create new ideas, new technology andjor creative content” (Florida, 2002,
p. 8). Because of their knowledge-based Jobs, Florida asserted that members of the creative class tend to
contribute directly to the growth of a thriving economy. Equally Important. members of the creative class tend
to prefer those jobs In geographical locations with high levels of culture and diversity. Florida thus argues that
reglons which support the arts will attract and retain the creative class and, consequently, enjoy higher levels
or economic prosperity. This study addresses the role of arts exposure In the life of Innovators. We explore
lwhether arts exposure and arts practice play any role In nurturing the Innovative thinking of sclence/technology

we aim to how and why the creative class—sclence and technology
lentrepreneurs In particular—may be attracted to communities rich In arts opportunities.

Research suggests that exposure to the arts can develop creative potential in the young (Western Michigan
University Research Foundation, 2005). Creative potential, In turn, enhances problem-solving and critical
thinking skills essential to success In an Information- and Innovation-based economy. For example, students
with four years of arts or music classes in high school and college score higher on the Standardized Aptitude
Test (SAT). These students score an average of about 130 more points on verbal and 70 points on math and
tend to earn higher grades than students who are not engaged In any fine arts; see for exampie National
Assaclation for Music Education (MENC), 2008. Overall, the Impact of arts education Is greater than the Impact
or science education or computer training on ralsing overall SAT scores.

The scholarty study of eminent Individuals suggests that arts training and involvement achieves such ends by
influencing certain styles of thinking consistent with creativity and More than a century ago, Nobel

Rain (Text / Paragraph)

Rain Storms (Heading 1)

Thunder (Heading 2)
Thunder is the sound of lightning. (Text / Paragraph)

Sound of thunder (Heading 3)
It comes after the lighting because sound travels slower than light. (Text
/ Paragraph)

Lightning (Heading 2)
Lightning is a (Text / Paragraph)

(Text / Paragraph) (Figure)

(Text / Paragraph)

(Text / Paragraph)



e This is anything that can not be understood as text
by the computer.

Figures

We must write Alternative Text for
Figures because the computer can not
read them.

e This includes graphs, images, logos, clip art, maps
graphics and sometimes tables.

e If the image or art is only aesthetic, we do not need
to write alternative text. It is only aesthetic if it
does not contribute to understanding of the PDF.
(The light bulb next to the quote on this page is
indicating an important idea, so we do need to
write alt text.)

Meditating

Night Dreaming

Falling asleep/walking up

M ving occurs outside the

e Tables can sometimes be read as text, other times
FE they are understood as images so we must
categorize them as a figure.




e  Once you have gone through and added a category
to every item on a page, you will be able to see a list
of items on each page in the order panel.

Reading order

> [3 Pagell
> [3) Pagel2
> [§ Pagels e We need to make sure that this list is in order of how
> [ Pagels you would read it on the page, we do this as we go
v [3 Page1s on every page.
w5 [1] Figure 1: Cognitive Styles of Professional Problem Solving.

= [2] As one would expect of science and engineering pro...

=] [3] STEM professionals report using artistic forms of ...

e To move the items around simply drag them, but
make sure to ONLY DRAG DOWN, acrobat can crash
if you drag up.

= [4] We also asked STEM honors graduates about the envi...
v D Page 16

= | [1] Figure 2: Problem-Solving Environments and Activities...

= [2] Creative problem solving occurs outside the workpl...

= [3] Do inventors and entrepreneurs report higher than ...

S| [4] Finally, in order to examine how much arts and cra...

e  The numbers start from 1 on every page, in writing

Page17 . .
> [l Paoe Alternative Text you will need to refer to these
Reading order panel, to left of PDF in Acrobat numbers
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i RecentPlaces  *  Name
& OneDrive
i Arts and the Innovative Workplace 1,480 KB
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ibraries
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6 items

Offline

Offlin
availability: Not available

e status: Online

Save PDF documents as a hew copy each session
that you work on them, numbering them as you go.
(Acrobat likes to crash).

Also be sure to quick save regularly as you work
Change the name to whatever is on the actual title
page of the PDF document.

Example: DocumentTitle.YourName.#

When it is complete, replace the number with
‘Complete.”

Example: DocumentTitle.YourName.Complete

Make sure you are saving in that PDF’s specific folder.

Each time you work make sure to update the
Progress Report, entering your name and the
progress status for the specific PDF document.



3. e Alternative Text is the captions that we create

Work in Word to write up and for every figure in the PDF document.
organize the Alternative Text
for the PDF document.

e Alternative Text is meant to be as simple and
straight forwards as possible

e We must create Alternative Text for every item
in the PDF which is not able to be read by the
computer, and which we have categorized as a
figure.




Alternative Text
Tips

Alternative text is meant to convey the
important aspects of an image to a user, and it
always depends on context (the same
photograph can have totally different alternative
text if used in different places for different
purposes).

Alternative text should always start with the
most important information, and work down to
smaller details.



Correct:

Person riding a bike in the mountains in front of a
rainbow.

Incorrect:

A picture of a person wearing overalls, a yellow shirt
and a bike helmet riding dangerously close to the edge
of a mountain. In the background there is a rainbow
and clouds, you can faintly see another mountain and
rainbow too.



™

’'m lovin’ it

SPARTANNEWSROOM

POWERED BY THE ﬁ MICHIGAN STATE UNIVERSITY SCHOOL OF JOURNALISM

Correct:
Mcdonald’s “I'm lovin’ it”.
Incorrect:

The Mcdonald’s M Logo in yellow on a red background
with the words I'm lovin’ it in white underneath the M.

Correct:

Spartan NewsRoom, Powered by the Michigan State
University School of Journalism.

Incorrect:

Logo for Spartan NewsRoom, the word news is bolded
and underneath it says powered by the Michigan State
University School of Journalism. There is a spartan
head between the words the and Michigan.



Top 5 Most Populated Countries
Most populated countries In millions

[‘_ﬂ

|

China

India

USA

Indo.

Brazil

Correct:

Graph showing Top 5 Most Populated Countries, most
populated countries in millions. For China, the
population is about 1400 million. For India, the
population is about 1250 million. For USA the
population is about 350 million. For Indonesia the
population is about 200 million. For Brazil the
population is about 170 million.

Incorrect:

Chinais in red and has the most, india is in green and
has the second most, USA is in blue and has the third
most, then is indo then is Brazil.

(Do not mention colors unless it is pertinent to
understanding the graph)



Tables For tables, always make sure to check if the computer
can process it on its own first. Do this by selecting the
whole thing and seeing if it grabs each word in the
table, or just the outline. If it is just the outline the
computer can't read it, so you must caption it:

Season Totals
# of Wins

Correct:

# of # of Ties

Losses Season totals for red blue and green team. The red
team won 5 times, lost 5 times and tied 0 times. The

Red Team | 5 5 0 blue team won 4 times, lost 5 times and tied 1 time.
The Green team won 6 times, lost 3 times and tied 1
Blue Team | 4 5 1 time.
Incorrect:
Green 6 3 1

A table that is showing the season totals for the red
blue and green team.

Team




B Metropolitan Policy Program
at BROOKINGS.

Correct:

Map showing the Accelerator programs by MSA
(2015) in the United States of America. Most of the
accelerator programs are in the northern east side of
the country, there are a few on the west coast and a
few in Texas and other southern states. The source is
Pitchbook data, primary research, author's
calculations from metropolitan policy program at
brookings.

Incorrect:

A map of the USA showing accelerator programs by
MSA 2015.



Do not say “A” or “this.” No need to say Logo.

Example:
“A Logo for Michigan State University”
vs. “Michigan State University”

“Thi
s map is showing Lansing...." vs. “Map
of Lansing...”
“A bar
Graph that is showing..." vs. “Graph
showing..."

“An image of people running..”
vs. “People running...”

If there is any text on the figure that is relevant
to understanding, you must include it in the
alternative text.



OrgaHIZIHg ln Word Before each piece of Alternative text write:

o e Page #, Reading Order #: Alternative text

Page 1, #2: Painting of a man pointing to a white board, instructing two other people in the
room.

Example:

Page 2, #4: Michigan Council for Arts and Cultural Affairs

Page 17, #2: Percent of highly innovative companies and less innovative companies
contributing to local community and arts and organizations. Of those More Innovative
Companies, 85% had No Arts Philanthropy, and 15% had Some Arts Philanthropy. Of those

Less Innovative Companies, 63% had No Arts Philanthropy, and 37% had Some Arts Page 7, #4: Altern ative teXt

Philanthropy.

Page 20, #2: Percent of reported flexibility in the workplace of highly innovative and less

innovative companies. Of those companies who have More Flexibility, 28% were Less .

Innovative Companies, and 72% were More Innovative Companies. Of those companies who Pa g e 7' #5: Altern at I Ve text
have Less Flexibility, 90% were Less Innovative Companies, and 10% were More Innovative

Companies.

Page 24, #2: Percent of companies reporting have each of the seven creative workplace

attributes: 73% contained a Disengaged Space, 87% contained a “Doodle Space”, 27% had an . 1

Unusual Atmosphere, 70% had a Relaxing Environment, 37% had a Stimulation of Senses, Page 8' #1 N Altern atlve teXt
80% had a Technology Interface, and 67% had a Balanced Layout.

Page 29, #5: Quote: “Let me give you an example. Ann Arbor Spark runs a program for
interns in the summer. . . . They take them to the Ann Arbor summer festival and all these
things and attempt to convince them that this is a good and fun place to live because that is
what the startups and other businesses need. . . . | know that people who go and attend are
more likely to stay and we get a better pool of candidates from which to choose.”

Page 30, #1: Quote: “l would say to the arts community that ‘let us mingle.” Let science and

arts people mingle more, because so many beautiful things can come out of it. You know, I M PO RTANT: Use page n u m bers from ACrObatS

we cannot even imagine what can come out. . . . We need more interactions. We need more

ideas. We need more creative people coming together. . . . More mixing, more events where S i d ebar (read i ng O rd er pa nel), N OT th e physical

both sides can come together and brainstorm.”

Page 30, #3: Graphic quote: “I think that one of the things that startups have is no money to b h

spend on any type of art or anything for their facility so I think one thing is if the art n u I I I e rS O n t e p a g e .
community reached out and said ‘Hey, we have a sculpture.’ Or, ‘We have something we

would like to put in your facility.” If it’s free, they are certainly not going to push back and |

SCREEN 1 OF 2




A e You do not have to save a new copy every time
(] a a a .
e - e you work on it.
0YQ . 0 a e Make sure it is saved in the same folder as the
PDF it corresponds to.
e Whenitis complete add “.Complete” to the end.
e Save your word document as:
at your saving for each do c olde DocumentTitle.YourName.AltText
O (1 100 C
<« Previous Projects » C ity and E ic Develop » High Priority » Arts and the Innovative Workplace v | ¢3 W Search Arts and the Innovative Workp... ©
Organize v Bumn New folder = 0 ®
% RecentPlaces  ~  Name E Date modified Type Size
B n e Arts and the Innovative Workplace Adobe Acrobat D.. 1,489 KB
S | @2 ArtslnnovativeWorkplace.ChristopherTyson.AltText Microsoft Word D... 14KB
d}l Documents : £ & 2 enisons ’:‘imbi %(‘Ctbmm e
Ll S e P
E s 1 place.Chri: Tyson.ReadOrder.Complete Adobe Acrobat D.. 1,520 KB
18 Computer =
& os

59 shareS (\\192.168
s New Volume (V)

€ Network

6 items Offline status: Online

Offline availability: Not available




4.

Work in Acrobat to add the | |
Alternative Text to each Ficure To add the Alternative text to the document you will

. 8 copy and paste, while checking your work, from word
in the PDF document. into Acrobat.

Click on ‘Accessibility’ in the toolbar, then you will
click ‘Set Alternative Text'.

el ' S | A ‘Set Alternative Text’ window will pop up.

Innovators
in Science, Technolos

Simply locate the correct alternative text for a figure
from your word document and paste it in.

DN OB

Make sure to check your work!

ArtSmarts
Among
Innovators
in Sci Technology,
M) Set Alternate Text

© fEci g

MICHIGAN STATE

Imagel of 7

Alternate text: [ Decorative figure

Drawing of a bust sculpture wearing safety
goggles.|

[ Save & Close J [ Cancel




> [ Page12
document (| >prws

> [@ Pageld

click on the first item on the first = .
page in the order panel on the I e

You g re A]_mo St DOHQ' left, then use the down arrow key B e

5 [41 We also asked STEM honors graduates about the envi...

5 e Gothrough and check the entire > [ Pt

to go through each item and Ll A
5 [1] Figure 2: Problem-Solving Environments and Activiies...
make Sure it's in Correct order H[Z] Creative problem solving occurs outside the workpl...
5 [31 Do inventors and entrepreneurs report higher than
and your alt text is a” in. ) 3 41 Finaly, in order to xamine how much arts and cra..
> [ Pagel?

e Save the final version in the correct folder / format
with “complete” at the end.

e Update the progress report to indicate that you have
completed making the PDF accessible and it is
ready to be put on the website.




Unfortunately Acrobat has A LOT of glitches.....

Troubleshooting

e Figures or Text will sometimes go blank after
you categorize them.

FIX: Move the item down to the last item on the list in
the order panel. (to get it back to the correct order, move
the other items down, never move items up!)

e Figures or text will go blank without being
categorized.

FIX: Select the area that the text / figure was in, it should
still select the item in blue. Categorize it, then move the
item down to the last item on the list in the order panel.

e If this doesn’t work then you will have to restart
from the last saved version.

e If the problem persists report it to Maddy or
Ashita.






